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ek tpiace Overview - What’s a Bid?

Bid documents enable users in eMaryland Marketplace to conduct
solicitations. Users complete solicitations by:

1. Creating the Bid document,

2. Defining the solicitation type, process and schedule,
3. Establishing the line item(s) that can be bid upon,

4. Attaching the necessary documentation,

5. Selecting the vendors to notify,

6. Submitting the solicitation for approval,

7. Posting the solicitation,

8. Opening and reviewing the solicitation responses,
9. Recommending award(s) for approval, and

10. Posting approved awards.
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Bid documents in eMaryland Marketplace allow Basic Purchasing users to conduct all types of solicitations for products and
services, including Invitations for Bid (IFB), Requests for Information (RFI), Requests for Proposal (RFP), Requests for Quote
(RFQ), etc.



o D . .
Marketplace Overview - Bid Documents

Document Type Purpose Created By

» Conduct solicitations

» Create and publish solicitation

amendments « Basic Purchasing

+ Close response period (procurement officer)

+ Access the Bid Tabulation (Bid

Tab) document

+ Create and apply solicitation

amendments or addendums

+ View and evaluate solicitation

Bid Tab responses

» Request clarifications and revisions
(automatically to responses « Basic Purchasing

created by closing |+ Recommend responses for award

response period) |+ Post awards

» Create contracts

Quote « Respond to a solicitation « Seller (vendor)

Bid

Amendment + Basic Purchasing
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During the course of a solicitation, a series of documents will be created in eMaryland Marketplace. The table displays the
various solicitation documents that can be created and describes who can create them and what functions they support.



Mavkdiplace Overview - Bid Types

Bid Types Description
Open Bids are those that allow any registered vendor in eMaryland Marketplace
Open to submit a response. Open Bids are also viewable to users without a login ID

from the Login Screen using the Open Bids link.

Closed Bids are visible only to those vendors originally notified of the Bid upon
Closed publication. Only these vendors will be able to submit a response through the
system.
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eMaryland Marketplace does not differentiate between solicitation methods, meaning that the Bid document does not operate
differently based on what type of solicitation you are conducting. Instead, you must make clear through the items you add,
external documents you attach and other settings you specify what type of response you expect from bidders.

However, eMaryland Marketplace does allow you to configure certain behavior on each Bid by selecting a Bid Type. The table
describes each available Bid Type.



ek lace Overview - Bid Statuses

Status | Status
Code Name

2B In The decument is still being completed by the originator. It is still editable by the originator and
Progress |any Basic Purchaser supervisor with rights over them.
Ready for | The document has been submitted and travelling down the approval path. The originator and
Approval |approvers can edit only the Bidders and Attachments at this status.
The document was returned to the originator by an approver prior to being published. The Bid
can be "Re-Opened" to "In Progress” status, edited and re-routed for approval by the originator.
The document has been approved and is awaiting the originator to send notification about the
Bid to selected vendors and post on the eMaryland Marketplace login screen (if desired). The
document can only be edited via an Amendment.
Notification regarding the Bid has been sent to selected vendors and posted on the eMaryland
Sent Marketplace login screen (if desired). Vendors are now able to submit electronic responses if
288 enabled. The document can only be edited via an Amendment.
Ready to |The Bid has reached its configured Opening date and time. Vendors can no longer submit

Open _|electronic responses If enabled. The document can only be edited via an Amendment

The vendor responses to the Bid can now be viewed or entered by the originator and any BP
280 | Opened | oervisor over them. The revision / evaluation process can occur on the Bid Tab at this status.
All Bid items have been recommended for award by the Basic Purchaser and are now awaiting
approval.
The award recommendation of ali Bid items has been approved. These items are now waiting for
the Basic Purchaser to convert them Into one or more Purchase Orders.
28P0 | Bi All Bid items have been awarded and transferred to a Purchase Qrder. The award(s) are posted
id to PO z
on the eMaryland Marketplace login screen
2BC | Cancelled [ The Bid has been cancelled by the originator or an approver.
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Description

2BRA

2BRT | Returned

Ready to

G Send

2BE | Evaluated

2BA | Approved

As Bids are processed, their status changes in order to allow/disallow various functions associated with the document. The
table displays each possible status of a Bid and what functions each status supports.



[N .

Step 1

Creating the Bid
document
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ek iplace Step 1 - Checklist

Login to eMaryland Marketplace

Confirm your role

Create a new Bid document
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ek tpiace Step 1 - Logging In

eMa d
rtetp ace

e Reglster
Registet hare to begin using New elaryland Marketplace Test
Vendors. pleass read this discigimar poor to fegrstenng
==Y Complete Reglstration
Compiete regsiration here 1o begn using New eMargdand Markeiplace Test
Vendors, please read this disclamer prior to completing registration
- Open Bids

Browse open tid opportunties

= Active Contracty
Browse actave ContractsBlankets
camn Contract & Bid Search
Search for Buds and actve Comracts/Blankets

PQHSCUPB

Before you can create a new document, you must login to eMaryland Marketplace. To login to eMaryland Marketplace, input
your Login ID into the “Login ID” field and the password you were given by an administrator into the Password field. Next,
either hit Enter on your keyboard or click the Login button. Note that neither your login ID or password is case sensitive.

The initial password you receive is temporary. The first time you login, you’ll be asked to reset your password to something
that only you know. Keep your password private, as your login ID and password constitute your electronic signature within
eMaryland Marketplace. If you have forgotten your password, select the “Forgot your Password” link and the system will walk
you through getting a new password emailed to you.



S b Step 1- Confirming Your Role

etplace \n!

NICH Code Beowse | My Accoust | Customer Service | About Curreat O Test O g November 7, 011 1253 AMEST D Q@ W XK

Administrator System
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Once logged in, if you have access to multiple roles, ensure that the Basic Purchasing role is currently selected in order to
enable the creation of a new Bid. Note that if you do NOT have access to multiple roles, you will not see any role tabs along
the top and you can proceed.
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Markdiace Step 1 - Creating a New Bid

Mork2ipiace

NICH Code Beowsen | My Accoust | Customer Service | Abast Cusvant Tast g Hovember §, 2014 1GSEE2PMEST DO E w W X

m Intesnal Administrator

Administrator System

No News Available

2011 Permcape Holdngs, e - Al Rights Reserved
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To create a new Bid from scratch, use the Documents dropdown in the Navigation tool bar, hover over Bids and select New.



Mavkeipisce | Step 1 - Creating a New Bid (cont.)

%Letp ace

mm Internal Admirestrastor

NICD Code Beowse | My Account | Customer Sarvice | Absut Carrent Test ) Movernber 7,2011 1220307 AMEST D Q6 it W X

Plasse seiect the method Ic cremle 8 new b

@' Create o v from sorech

Clone o ted from acotner document

Copy Cortracts For Amtawsl
w e
Cog! g%, 10 - Al Rghis Reserved
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The Create a New Bid screen displays. Next, click the radio button next to Create a bid from scratch and select Continue.



Markipisce l Step 1

- Creating a New Bid (cont.)

Markdiplsce

y on the oct

vent tabs to ke

king on the

AOCUME

ant, Clicking

take you slewhers

Stats . w Pragrems

Descrgman®

Porctaser * System, Admresirator v

m brrternal Admsnistrator

November 0. M T4EMMMEST DO W, L T X
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The General tab of your blank new Bid document will display.

New documents are not immediately assigned a number, meaning that they are not established documents that permit you to
leave and access them later yet. In order to have a number assigned and be able to access the document later, you must first

complete the required fields on the General tab and save. The next step will walk you through this process.
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Al diplace Step 1- Complete

;7:){ ltems Address Accounting Routing Attachments Notes Bidders Amendments Q& A Reminders Summary

Bid Number Descriptian®

Status 281. In Progress Purchaser” B

Unor Status E] Type Coda: 3

How Solicted Email 3 Fiscal Year™ 2010 B

Department® \3 Organization State Procurement Office

Locaton™ E]

Show on Web vl :::o:;w“c v
Bid O?emno )

Recured Dste = UM SS Al =]
PM)
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Step 1 is complete once you have created your new Bid document and have been taken to the General tab on the far left side
of the document. The process for completing any document in eMaryland Marketplace is to work through the tabs along the
top of the document, completing all required fields, then reviewing and submitting the document for approval via the Summary
tab on the far right.
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Defining the
solicitation type,
process & schedule
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ek iplace Step 2 - Checklist

Complete the General tab

Click Save & Continue

Periscope 16
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The General tab of the Bid document is where you describe the solicitation, input the important dates regarding the solicitation
and determine how the solicitation will be conducted. For Bids created from scratch, you must complete this tab and click
Save & Continue before being able to select the other tabs to complete the Bid document.

The circled fields are the ones that need to be completed. All others should be ignored.



Maryland _ Step 2 -
NSRRI General Tab Field Descriptions

Field Description
Description*® Title of the solicitation.

Type Code Type of solicitation that is being conducted.

Fiscal Year Fiscal year that this solicitation is being conducted in.

Department /

Location Department & Location that the solicitation is being conducted on behalf of.

Allow Electronic | When checked, vendors can respond to this solicitation online (does not prohibit offline
Response response). When unchecked, vendors must respond offline

Due date and time for vendor responses to the solicitation. No responses can be submitted

Bid Opening Date™ | o+ this date.

Date and time that vendors will be able to view the solicitation online and respond (select a time

AValatle Diass in the past to have the solicitation be immediately published after sending).

“Open” bids allow any vendor to view and respond to the solicitation. “Closed"” bids allow only

Bid Type selected vendors to view and respond to the solicitation.

Leave at “*Open Market" unless a term contract will be awarded and the begin and end dates

Purchase Method are known or can be estimated. If so, pick “Blanket.”

Info Contact Contact information shared with vendors regarding the solicitation,

Pre-Bid Conference | Information regarding the Pre-Bid Conference, if applicable.

Bulletin Description |Longer description of the solicitation.
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The standard fields on the General tab govern vendor access and response to the solicitation and the schedule of the
solicitation. The table describes each of the primary standard fields you’re likely to use each time you create a Bid. Fields with
an asterisk are required.

Note that the Pre-Bid Conference field displays from the Open Bids link on the Login screen.



S b Step 2 - Date Selection

Bid Opening Date:‘(!.ﬂ.!/DDNYYY HH:MM:SS AM or PM)
Select month
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Two of the fields you must complete on the General tab of Bids require that you input a date and time. Dates can be entered in one of two
ways. The first is by clicking the calendar icon next to the field. This will display a pop-up window featuring a calendar with dropdown
fields to select a time. Once you select a date in the calendar, the pop-up window will close and the date selected will appear in the field.
Therefore, if a specific time is desired, you must select the time before clicking on the date.

The second method for entering a date and time is simply to type it into the field. In order for the system to acknowledge what you have
entered however, it must match the format included in parentheses next to the name of the field - (MM/DD/YYYY HH:MM:SS AM or PM).

Note that when selecting the Bid Opening Date, the system cuts off vendors’ ability to submit a Quote at the exact time selected.
Therefore, in order to allow vendors to submit their Quote at 3:00pm, you must enter a time of 3:01pm.
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Mark2iplace Step 2 - Complete

=SB0 ttems  Acaress A

| Valdation Lrrors
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Step 2 is complete once all of the necessary General tab fields have been completed, the General tab is successfully saved
and the Bid document has been assigned a number along the top of the document.

If you created this Bid from scratch, you will also see a red error message along the top informing you that Items need to be
added. You can now proceed to Step 3 — establishing the line-items that can be bid upon.
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Step 3

Establishing the
line-items that can

be bid on

Periscope




[N .

Periscope

Step 3 - Checklist

Go to the Items tab
Create & complete an item

Save & repeat for each
necessary item

22
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Mavkdipiace Step 3 - Adding an Item

Open Market Bid AGENCY12.000035 Status 30 - In Progress

General - g W 1) lHotes Bidders Questions Amendments Q& A  feminders  Summary

Address Accounting Aftachments Notes  Questions

Thete are no items, Please click "Search ltems’ or "Add ltem’ below to add an item.
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To complete Step 3 go to the Items tab. The Items tab will display the goods/services that vendors will provide price quotes for

in their responses to the solicitation. You can also create “Narrative” items in order to relay information or instructions to
vendors that cannot be bid upon.

Every Bid must have at least one “Normal” item, or a good/service that will be bid upon. Click Add Item to add a new item.

23
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MGrketplace Step 3 - Defining an Item
Open Market Bld AGENCY12-000001
m‘ A Roubng Notes  Bidders osA s y
dd B W Notes
e e ter Type Normal _:_|
Print Sequence® 10 Sem Statun 205 Progtess
Deacrgton” &) Snck dem hurber )
Quarety Unae Coat | Vot Uner Cont o | Discown % [ Total Discosrnt Arm I Totw
00 000 nxy ga 3] 00 0.00 3008 |
L Tax Ras -
) =
WG Clnsa = Extended Ameunt 3008
o hd
Manufacturer Brana Medel
MVake Packagrg
Save & Add New Seve A Cat Save b Covtrue Reae! Coccml & Lxt
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Upon selecting Add Item on the Items tab, a screen within the Items tab that allows you to define every aspect of an item will
display. The screen will appear blank if you are adding the item, allowing you to create a new item in the system.

The four fields highlighted are required to set up an item — Description, Quantity, UOM (Unit of Measure) and NIGP Class &
Class Item (5-digit commodity code). You can also input a Unit Cost as an estimate if desired. By default, vendors will not be
able to see your estimated Unit Cost.



Markdiplace Step 3 - Entering a Description

Open Market Bid AGENCY12.000035 Statuz 0 Mogreas
Geaeral Address  Accountng  Hostmg  Attachments(t)  Wotes  Baoders Qs
Notes
s 2w Tyrge Nomal «
Srem Cagumnce® 20 e Siatan 20 n Progress
Desoratos” B S160h Doy Naavher fa
Gusntmy l lag Cant T et Uit Cast l i | [ [ ntat Diananr at I!-u
00 | 200 wol EA . 00 050 000 |
NGP Clasa . Tax Sw -
g Tae Arsant 0
NG Clasa o
L Extsaged Amgurr 3008 |
g L ey o
Narutacterer Prang Noow
Vabe Pactagrg
[  Ercossccsesccssscsseccoos 0
i
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The Description field for an item can be used for a variety of purposes including:

* Providing as many details about the item as possible
* Pointing vendors to attached documents that will contain more information or specifications for the item

* Providing instructions for bidding on the item (such as providing pricing in an attached spreadsheet)
* Directing vendors either to use or not use the Alternate Description field that is available to them



S b Step 3 - Entering a Quantity

Geoersl LB Adotess Atcounting Rowting  Attschmentsit] Notes Bidders A Qaa
narsl B Notes
tem e e Tyse Nomal -
Wee Secuerce” 20 e Slatan 280~ 0 Progrens
Descrosos” ) Stock Sem Mt )
Quantey Lint Coxt Vot Unit Cout | wom Diacoart W Tatal Dincour At Toat
+ 4 . + '
a0 000 0N EA - 00 0oe 0.0
MOP Class v Tan baw -
o Tas mount ww
MGE Clasy >
Yo Extetded Amsure 5003
- roame oo Cammacty Cose
Cod .
Narutactarer Srane Veos
Nase Packagng
e e T e
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A quantity must be provided for every Normal (biddable) item on your Bid. If you do not know the quantity of an item that will be needed, there are a few
different methods for communicating to vendors how to respond:

* If an indefinite or unknown quantity is needed, you can input a quantity of “1,” which will allow you to compare vendors’ price for a single unit of the
item. It is advised that you include in the Item Description field either the minimum expected quantity, or that an indefinite quantity is being requested.

« If you would like to allow vendors to provide pricing based on differing quantities (e.g. 1-99, 100-999, 1000+), then you can either create a separate
line item for each quantity grouping, input a quantity of “1,” and in the Item Description field either provide your own quantity groupings or tell vendors
to provide the quantities matching their quoted price in the Alternate Description field available to vendors on their Quote documents.

« If you wish to allow vendors to completely define their various price breaks by quantity, you can have them complete a Price Sheet that you attach to
the Bid outlining what they charge for ordering various quantities of the item. For this method, it is advised that you setup a Narrative item to point
vendors to the attached Price Sheet. It is also importantto remember that at least one “Normal” item must be included on your Bid, and
vendors must provide a price quote for an item in order to be available for award. If necessary, you can setup one general item and direct
vendors in the description of the item to provide a standard price quote, such as $0.01 or No Charge.
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Mavkdipiace ll Step 3 - Entering a Unit of Measure
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A unit of measure must be also provided for every Normal item on your Bid. If you do not know the unit of measure of an item that will be needed, or if multiple units of
measure are suitable, there are a few different methods for communicating to vendors how to respond:

« If the unit of measure is unknown, you can input “EA” (each), which will allow you to compare vendors’ pricing for a single unit of the item. It is advised that you explain
inthe Item Description field that that vendors can express an alternate unit of measure in the Alternate Description field available on vendors’ Quote documents.

« If you would like to allow vendors to provide pricing based on differing units of measure (e.g. each, package, box), then you can either create a separate line item for

each possible unit of measure, and in the Item Description field explain to vendors that they should only provide price quotes for the units of measure they are able to
provide.

« If you wish to allow vendors to define the various units of measure they offer, you can also have them complete a Price Sheet that you attach to the Bid outlining what
they charge for ordering various units of measure of the item. For this method, it is advised that you setup a Narrative item to point vendors to the attached Price Sheet.
It is also important to remember that at least one “Normal” item must be included on your Bid, and vendors must provide a price quote for an item in order

to be available for award. If necessary, you can setup one general item and direct vendors in the description of the item to provide a standard price quote, such as
$0.01 or No Charge.
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eMaryla Step 3 -
MLl Selecting a Commodity Code
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A 5-digit commodity code must be selected for each Normal item that you create. There are 2 ways to selecta commodity code:

« If you already know the code you wish to use, you can simply type it into the NIGP Class (3-digit) and NIGP Class Item (2-digit) fields or you can select it from their
associated dropdown boxes.

« If you do not know the appropriate code for the item, you can conduct a search by selecting the eyeglass icon next to the NIGP Class dropdown. Selecting this will
open a pop-up window displaying the Commodity and Service Codes screen. You can conduct a search by typing information into the NIGP Keyword field and
clicking Search. All commodity code descriptions containing the word(s) you’'ve entered will appear. Once you select a code and click Save & Exit, the pop-up window
will close and the selected code will automatically populate the NIGP Class and Class Item fields.

Note that you do NOT need to enter anything into the “Commodity Code” field or select the “Lookup Commodity Code” button.
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Once you have completed the necessary fields on the Item screen, you are ready to save the item and create another item, if
desired. To quickly create another new item to complete, click the Save & Add New button on the bottom of the screen. A new
blank Item screen will appear allowing you to describe and save another item to your Bid document.

After all desired items have been added, click the Save & Exit button on the bottom of the Items screen.



ek tiplace Step 3 - Complete

Open Market Bid AGENCY12-000035

1) Notes Mdders Ouwestoms Amendments Q& A Reminders  Summary
Notes  On

Sortby Cormn.  Print Sequence = Son Descenang oo
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Step 3 is complete once the complete list of your items displays on the Items tab screen. From the Items tab you can edit, sort
and delete the items as needed. Once you’re done building your items, click Save & Continue before proceeding.

You can now proceed to Step 4 — attaching the necessary documentation.
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Step 4

Attaching the
necessary
documentation
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Step 4 - Checklist

Go to the Attachments tab

Attach all necessary documents

32
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Markdiplace Step 4 - Adding an Attachment
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The official documentation related to your solicitation, including Terms and Conditions, Instructions, Specifications, etc. will be

attached to the Bid document via the Attachments tab. You will need to complete these documents outside of eMaryland
Marketplace and attach them to your Bid.

From the Attachments tab, click Add Attachment.



S b i Step 4 - Attaching Files
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The Add File screen will display. Next, click the Browse button, which will open a pop-up window enabling you to find the
folder on your computer where the document is located. Once you’ve found the document you’d like to attach, you can double-
click the document, or select it and then click “Open.”

The pop-up window will now close and details about the document will display in the Name and File fields. You can edit the
Name of the file that will appear on the Attachments tab, but do NOT attempt to edit the File information, as you may disable
the ability to download the file. You can also provide a Description of the document if you choose. Once complete, click Save
& Exit to return to the Attachments tab. Your document is now attached to the Bid. Note that attachments will appear in the
order that they are attached.
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Markdiplace Step 4 - Attaching Files
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The pop-up window will now close and details about the document will display in the Name and File fields. You can edit the
Name of the file that will appear on the Attachments tab, but do NOT attempt to edit the File information, as you may disable
the ability to download the file. You can also provide a Description of the document if you choose. Once complete, click Save
& Exit to return to the Attachments tab. Your document is now attached to the Bid. Note that attachments will appear in the
order that they are attached.

35



s, >tep 4 -
Complete

Show / hide a file
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Step 4 is complete once the complete list of your attachments displays on the Attachments tab screen. From the Attachments
tab you can configure which attachments (if any) should be hidden from the vendors, and delete attachments as needed. Click
Save & Continue if you make any changes to a file and once you're done attaching files.

You can now proceed to Step 5 — selecting the vendors to notify about the solicitation.
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ek iplace Step 5 - Checklist

Go to the Bidders tab

Search for the vendors to notify

Select the vendors to notify and
save
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Markdiplace Step 5 - Bidders Tab

Open Market Bid AGENCY12-000035 St 200 mrogress

1) Notes Qe ce1s Q8 A Reminders  Sumemary
Subcontractors  Quote Activity

Vonacor Vahdation Warmogs

Unresinicied big

ainded d only selected vendors can view and resp!

=] — r e [ o |
| | | |

Show Unit Fnces to Vandors

Usually not used
¥ Hide BIo Holder List on Vendor Side

@ Betoce you look up bid vendors or add a new vendor, please save your unsaved changes. OMenwise you will ose those changes

Save & Continue Lockup & Acd Vendors
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The Bidders tab is where you can select the vendors that will be notified about this solicitation. You can also set some vendor viewing privileges
related to the Bid on this tab. Note the options which are not used. Selecting either of these options will have no effect on your Bid. These
settings are now controlled by the Bid Type field on the General tab. The vendor viewing configuration options on this screen include:

* The Show Unit Prices to Vendors field, which when checked displays any price estimates entered on the ltems tab to vendors. This option is
unchecked by default so that vendors are not given an idea of how much you are expecting to spend per item.

* The Hide Bid Holder List on Vendor Side field, which when checked will not allow vendors to see the other vendors that may respond to the
solicitation. This option is checked by default so that vendors do not know who their potential competitors are.

If you make changes to either of those fields, click Save & Continue. Once you are ready to add vendors that will be notified, click Lookup &
Add Vendors on the bottom of the screen.
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S b i Step 5 - Vendor Search

Lookup & Add Reference Vendors - Bid AGENCY12-000035

Search Using: | ALL ofthe criteria «
Find | Clear |
Search Fields: | vondor 1D Vendor Name
Vendor Legal Name
Alternate ID
County

ABCDEFGHIJKLMNOPQRSTUVWXYZ
Browse by:
012345678910
Find it _“‘ Clear
Ciose Vindon
Periscope 40

Selecting Lookup & Add Vendors will display a pop-up window that enables you to search for vendors by a variety of criteria,
including vendor name, tax ID, NIGP commodity code, and the specific categories vendors were made to complete when
registering within eMaryland Marketplace. Scroll down to the bottom of the screen and click the Find Vendors for All
Commodity Codes on the Bid button to return all vendors that have registered with the commodity codes associated with
the items on your Bid.
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S b i Step 5 - Selecting Vendors

Lookup & Add Reference Vendors - Bid AGENCY12-000035

r

Search Using: ALL ofthe crteria

Scroll down

95: | vendor D Vendor Name

| Find it I Clear "

13501 35

Select all vendors 12

Address ciy Daet | Comtaet [ Ketorarce
Hame Verdoe

1 Acme
Lane

| Acme Someathing
00000006 | Products

| Inc

Death

Something Valie

Ca {555555-8888 No

Somathing

Ir Save & B I Fave & Contingse Save & Nt Pags Find ¥anaocs for All Commaodity Coes on e Bl [ Ciose Winoow I
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Your vendor search results will appear below the search area. Scroll down until you see the list of vendors. To select all of the
vendors on this page, select the check box in top row in the Select column.

Next, scroll down to the bottom of the screen. If additional pages of vendors returned from your search, click Save & Next
Page and repeat this step until all pages of vendors have been selected and this button no longer appears.



Maekdipisce ll  Step 5 - Selecting Vendors (cont.)

Lookup & Add Reference Vendors - Bid AGENCY12-000036

Search Using: | ALL ofthe criteria «

| Find It | Clear |

Search Flelds: | vondoriD Vendor Name

13420 ’ wanee | e (410176746050
ODODOOSY | wmecinc ' Crystal ]Bamote ND ohnaon | Mo

| Cwy
|

26-35 o1 35
12

Save & Extt Save & Contowe Find Vendors for All Commodiy Codes on e B Cioae Wincow
‘f
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Once all pages of vendors have been selected and saved, and the Save & Next Page button no longer appears, click Save &
Exit on the bottom of the screen.
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ek tiplace Step 5 - Complete

Open Market Bid AGENCY12-000035 Slatue 200 M Omgienn |
Ganeral  Hems A Fouting 1) MNotes Q&A Y
Ssbcostracions  Quote Actiey
Setact S1d0er participaton, open of dosed. and select vencors 1o nodh
Unresticted big, all vendors can wiew and resgond
Restred 540 only selacied vands t3n wem d rESpond Confirm the list of vendors
notify about the solicitation
[ Vense © Prafermd
Delvery Vemod
\
290000002 Test Vencol MAMMING  ~id lowm Asdprg Emal
Addresa
Bid Maling Addeessidelaull) - Contset Addvass Line TCiy MD 555850 »
Address Une 1
City, NO 53553
us
I 20000014 Pansccpa Big Maiing ADLMEN ASTRRL { Emait
Heoldngs Acorena |
Ganseal Maitng Addreas - Chitss Xannady 211E M SheetSute 1~
211 E Tth Strest
Sufe 1100
Austn, TX 78777
us
Coos & 250 Tenoos
S 4
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Step 5 is complete once the complete list of vendors to notify about the solicitation appears on the Bidders tab. From the
Bidders tab you can search and add more vendors to notify by clicking the Lookup & Add Vendors button on the bottom of
the screen.

You can now proceed with one or more optional steps or go to Step 6 — submitting the solicitation for approval.
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Optional Bid Steps

Notes, Reminders,
Questions and
Q&A

Periscope




Markdiplace Optional Bid Steps - Notes Tab

Open Market Bid AGENCY12-000035 Stutww: 268 In Progress |
General Mems Address Accounteg Routng Atschments(t) [EIEY) CUORNRENIN: Amesdments Q8A R

‘ Ctote

Type note
Hote Date Vser hote
4
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The Notes tab enables you to create notes about the document that are only visible to users from your Organization accessing

the document. Notes are created by simply typing in a note in the Note field on the Notes tab. Once you are finished with the
note, click Save & Continue and another text field will appear allowing you to enter in another note, if desired.

Notes automatically record the date they were entered and user that entered them. After you have added a note, you can
delete it by clicking the check box in the Delete column on the far left and selecting Save & Continue.
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Mérkeipisce M Optional Bid Steps - Reminders Tab

What is the task [ # of days before Due Date
Ganeral Items g Atachments(] that reminder will appear s Q&A _
Duw Date’ Commers Remend Whan' Days | Date Carcpietns | Senc Datw Frtered
MDY YY) Dnax 250 characaersi Priee (MMDDYYYY) Email | Endered By
"
- L ! Ly !
- 0 1
| |
|| When is the | ' Who to remind | Have reminder
task dun? S Cortinie —= send an emall
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The Reminders tab enables you to setup alerts related to the document for yourself or other users from your Organization. Once a reminder takes
effect, it appears on the My Reminders tab on the Homepage of the user you set the reminder up to alert. To setup a reminder, complete the following
fields:

* Due Date is the day by which the activity you are setting up the reminder about should be completed

* Comment allows you to define the activity that needs to be completed

* Remind Whom allows you to select one user that should be reminded about the activity. You must duplicate the reminder to alert additional users.
* Days Prior to Remind is the number of days prior to the Due Date that the reminder should appear to the user you chose to remind.

» Send Email, when checked, will send the user you chose to remind an email at the same time the reminder appears on their Homepage. The
Comment field will be the body of the email.

Once complete, click Save & Continue. This will display another blank row allowing you to setup another reminder if desired.
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Pick type of response

vendor can give

AVAILABLE |+
AVAILABLE
AVERAGE
COMMENT
SCALE1D
SCALE1S

TEXT

TRUEFALSE
YESNO -

Require vendors to

Delete Al answer the question

Response Type Description
AVAILABLE Vendqr can sek_ed one of the fonomng' Fully_prowd_ed, Not P(ovided, Custom Development
Required, Provided With Modifications, Provided with Reporting or Development Tool
AVERAGE Vendor can select one of the following. Poor, Below Average, Average, Above Average, Excellent
COMMENT Vendor can provide text response of up to 250 characters.
SCALE10 Vendor can select a number from 1 to 10
SCALE1S Vendor can select a number from 1 to 5.

TEXT Vendor can provide text response of up to 4000 characters
TRUEFALSE Vendor can select either true or false.
YESNO Vendor can select either yes or no
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The Questions tab enables you to pose questions to vendors that they are asked to answer within their electronic response. You are able
to configure the type of answer they are allowed to provide, as well as whether an answer to each Question is required before they can
submit their response. To add a Question, type your question into the Question field. If you wish to make answering the Question a
requirement for vendors before they can submit their Quote, select the check box in the Required column next to the Question.

Lastly, you will need to select what type of response vendors are allowed to provide to the questions by choosing an option in the
dropdown box in the Response Type column. Once you are have added a Question, select Save & Continue and another row will
appear enabling you to input another Question.

The table defines the available Response Type options when setting up Questions on your Bid.
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Markdiplace Optional Bid Steps - Q & A Tab

| Show on et mo-wm-oqjo-u.’

|

#3d New ‘ - ‘

Aliow vendor 10 sulemit questions

ype questions you've receive
Sand nAANCAtON Whon Wndor SUBMItNG quesbon Type questions you've received
from vendors and your answers
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Following the publishing of your Bid, you may get questions from vendors regarding the solicitation. eMaryland Marketplace
enables you to document these questions and provide answers via the Q & Atab on the Bid. Vendors can then access this Q
& A by viewing the Bid document.

Prior to publishing your solicitation, you can select options to enable vendors to submit their questions through eMaryland
Marketplace once the solicitation is published by clicking Allow vendor to submit questions. These questions will appear on
the Q & Atab and allow you to respond through eMaryland Marketplace.

NOTE: If responding to a question from a vendor requires an addendum, this must still be done. Providing answers
and publishing them via the Q&A tab simply allows vendors to see your answers to questions you receive frequently
in order to limit the repeat questions you are asked.
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Step 6

Submitting the
solicitation for
approval

Periscope
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ek iplace Step 6 - Checklist

Go to the Summary tab

Review the Bid document

Submit the document for approval

Periscope
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Markdiplace Step 6 - Summary Tab

Open Market Bid AGENCY12-000035 Statun: 219 s Progress
General Mems Address A 9 Routing At 1) Motes Bidders Qu Q&A R -m
Bid Number: AGENCY12-000035 Description: test Status: 281 - In Progress
Purchaser: Agministrator System  Minor Status: How Solicited: Ema#
Organization: Test Organcaton
Fiscal Year: 12 Department: TEST - Test Depantment  Location: TEST - TestLocsticn
Show On Web: Yes Allow Electronic Quote: Yas Required Date: 1302011

1, 111002 2 1142011 10 c
g: .?ponmg maaqo 00200 Avallable Date: ::u 1420 0200 Seroll down aid review
Purge Date:
Bid Type: Open Bid Informal Big: No

T ST T .|
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Once you have completed each of the necessary tabs, you can review all of the information you've entered on the Summary
tab. If there are any issues with the information you’ve provided, validation warnings and/or errors will display along the top of
the Summary tab. Yellow warnings do not require action on your part, but red errors require that you return to the appropriate
tab and fix the issue before you are allowed to submit the Bid for approval.

Once you have corrected any issues and are ready to publish the solicitation, you can submit your Bid document for approval
by clicking the Submit for Approval button on the bottom of the tab.
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Approval requwed

Dolar
Range

Uner

Test Approval $0.00-5939 935,955 00 Agmeustrator System

Pease oicx Contioue 10 confimue submiting Se document, or cick Canced § Ext to cancel the document submsson aad go tack 1o the document

Open Market Bid AGENCY12-000035 Status 2 - s Progress

No approval path meets She document crieria. 0o you want to masusly 003 approvers or mart the document as agproved”

&' Marualy 00d approvers

No approval required
Automalc aeoroval

Pase select an approver f you want s manualy add approvers

Agprover - | A Approver |
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Upon clicking Submit for Approval, if approval is required before you post the solicitation, the users that must approve the
document will be listed. Upon clicking Continue, the approvers will be notified once it is their turn to approve. Approvers can
only approve/disapprove the Bid in the order they are listed on the approval path.

If no approval is required to post the solicitation, the Manually add approvers and Automatic approval options will appear.
Click Automatic Approval, then Save & Continue. The document is automatically approved.
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Mavkdiplace Step 6 - Approval (if necessary)

Open Market Bid AGENCY12-000035 Sntiss: ZARA - Buudy Sor Approval
General fems  Address  Accounting [INTNY) (D e O Amman QsA @ Sumimary

e = ol I c cxe
Admraimtrator Systes 1 RS

and when they approve

Periscope 53

If approvals are required, upon clicking Continue on the previous screen, your Bid document will be in “Ready for Approval”
status. You can view the status of the approval on the Routing tab, or along the bottom of the Summary tab.



Markdiplace Step 6 - Disapproval

Open Market Bid AGENCY12-000035

Mems  Add A g Routing 1) Notes Bidders Amendm Q%A B » ) e
Header Information
Bid Number: AGENCY12-000038 Description: test Status: 28RT - Reawrned
Purch 3 A System Minor Status: How Solicited: Emad
Organization: Test Organzates
Fiscal Year: 12 Department: TEST . Test Depariment  Location: TEST . Test Locaton
Show On Web: Yes Allow Electronic Quote: ves Required Date: 117302011
Bid Opening 1202011 120220 PY  Available Date: 14442011 10:02.00 PR
Date:
Purge Date:

Bid Type: Open B2 Informal Bid: Yo

Pre-bid Approval Path:

Dwlote Approver Order Approval | Lewel | Agprover Dt Ouie e O [=
Seguence Pan Type Appe by View
o
Admnatralor Sysiem 1 1 Prmary 11292011 11:11:00 AM 11292011 111722 AN Admnstrator Sysiem ]
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If the document is disapproved by an approver, you will receive an email and the Bid will transition to “Returned” status. You
can then edit the document again by clicking the Reopen button on the bottom of it's Summary tab.

This returns the document to “In Progress” status so that you can edit it again. Once you are done editing the Bid, you must
submit it for approval again by restarting this step.



ek tiplace Step 6 - Complete

Open Market Bid AGENCY12-000035 STatuz! 208 - fieady 0o Send <

tlems Add A 1) MNotes Bidders O A aaA meminders [EENNRY
Bid Number: AGENCY 12-00003¢ Description: tos! Status: 289 - Resdy 1o Send
Purchaser: Admnstrator Systen Minor Status: How Solicited: Erat
Organization:  Test Orgar
Fiscal Yoar: 12 Department: TEST - Test Degantment | ocation: TEST - Teat Lecaton
Show On Web: Ves Allow Eloctronic Quote: Ves Required Date: o0
Bid Opening 1202011 100200 P Available Dote: 1142019 100200 Put
Date:
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Step 6 is complete once the Bid has been fully approved (if necessary) and enters a status of “Ready to Send.”

You can now proceed with one or more optional steps or go to Step 7 — posting the solicitation.

55



[N .

Step 7

Posting the
solicitation
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Periscope

Step 7 - Checklist

Go to the Summary tab

Click Send

57
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Open Market Bid AGENCY12-000035

General ftems A A Q 9 1) Wotes Bidders On A Qs S summary |
Haader Information
Bid Number: AGERCY 12-09003% Description: test Status: 207 - Rsady % Send
Purchaser: Agmnusirator System Minor Status: How Solicited: Emal
Organization:  Test Orp
Fiscal Year: "7 Department: TEST - Test Department  Location: TEST - Test Locetien
Show On Web: Yes Allow Electronic Quote: Yes Required Date: 11002011
Bid Opening 11202011 120200 P Available Date: 11142011 10-92:00 Pl
Date: Se o
Purge Date:
Bid Type: Open 84 Informal Bid: Yo
Send Bid Actions
Oomoets W Change bid atatus to “Senl” and notdy yanders Change big slaius 10 “Sant” only
nclude Attachment(s) win Vengor Emal Notificatons
| 2 L Send B |
Cancel Bd Clone Bt Prnd
r
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To post the solicitation, navigate to the Summary tab of the Bid. It must be in “Ready to Send” status. On the bottom of the
screen in the Send Bid Actions section, select to Change bid status to “Sent” and Notify Vendors, then Send Bid.

NOTE: It is generally recommended to NOT select Include Attachment(s) with Vendor Email Notifications. If you do this
and you are notifying a lot of vendors, this may slow down your email system.



Mavkdipiace Step 7 - Vendor Notification

Vendor Notification Result

Subject: Bid Nolfication - Bid # ADSPO10-00000113, AutoGSD Archiecture Subscription Renewal

Delivery Date: 042372010 11.40:00 AM

Vendor 10 Vendor Hame Email Address
W.T Cox Subscrptions Amands Dantord (test@goperscope com)
The Wikrs Group LLC Tawnya Combe (test@goperscope.com)

Copynght © 2010 Periscope Holdngs, nc. - Al Rights Reserved
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If you selected vendors to notify on the Bidders tab of your Bid, the Vendor Notification Result screen will display all of the
vendors that were notified and the email address that the notification was sent to. Click OK when you are through reviewing

this screen.

NOTE: Even after sending a Bid, it will not be posted or allow response until the Available Date identified on the General tab
of the Bid has been reached.
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Markdiplace Step 7 - Complete

Open Market Bid AGENCY12-00003§ Status; 205 -Set -

tems A A 1) Motes Bidders O A Q.A“‘_

Bid Number: AGENCY 12:00002¢ Description: test Status:
Purchaser: Adrnistrator System Minor Status: How Solicited:
Organizati Test Org

Fiscal Year: 2 Depanment: TEST - Tost Degarsrent L ocation:
Show On Web: Ves Allow Electronic Quote: Yes Required Date:

Bid Opening 11202091 100200 M Available Date: 1142011 10.02:00 P
Date:

Periscope

285 .

Lrat

TEST - Test Locaton
17302011

Step 7 is complete once the Bid enters a status of “Sent.”

You can now proceed with the Vendor steps or go to Step 8 — opening the solicitation

responses.
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Vendor Step

Responding to the
solicitation
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S b Vendor Step - Checklist

Logout and view the posted solicitation

Login as a vendor

Find and review the solicitation

Create and submit a response

Periscope
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eMaryla Vendor Step -
relnst. .
—— Logout as a Procurement Officer

ogout as a procuremant

%-r‘etp ace

Currwwt Organtzation: Test Organtzation T4

WICH Code Beowss | My Accoust | Custoows Service | About

| [T

Yo have logged ot and ended your session
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Before you can complete the Vendor Step, you must first log out from eMaryland Marketplace in your current role as a
Procurement Officer. Click the red X icon in the Navigation tool bar to logout. Next, click the Log In button to return to the
eMaryland Marketplace Login screen.



Markdiplace Vendor Step - Login Screen

eMary d
Letp ace

- Registes
Register here to begin useg New efanytand Madetplace Test
Vandors, pleass mead this dsclamer paor 10 Rgistenng
. Complete Regiairation
Comglele registration hese 10 begin using New efdaryland Marketplacs Test
Vendors, please read this daclymer peier 1o camplebing registration

& Qpen Bids
Browse open bd oppontunties

Browse actve CantractsBlankets

- Conwact & Bid Search
Search for Bids snd actie ContractsBlankets
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If you selected “Open Bid” as the Bid Type for your Bid, it can be viewed by vendors and the public without logging in by
clicking the Open Bids link on the eMaryland Marketplace login screen.
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Ko Vendor Step -
MERLE RIS Viewing the Posted Solicitation

Select a category and click "Go
to narrow the List of Bids shor
B ] Adernate i Buyer T Daseriptan | Purchase Motbod | Bid Opening Dule I Bt Metder Lint
AGENCY12-000063 | Test User 24 Progcton Screen | Open Warkat [ 120162011 020000 FW |
AGENCY2.000043 Test User 17 clane for cathy | Open warkat | 11302011 10,0300 Au
AGENCY12-000005 | - Systen test | Opan Warket | 113072011 10:02:00 U
AGINCY12-000000 Viswr Oid Test Usec 12 food services | Open aret l 11132012 023800 FU J
AGENCY12.000008 | Test User 2 Virterzes Bosts | Open Mkt [ 11302011 10.4500 AM
' | Asmwatrator System | test Iomum | 11302011 120000 M

Lt
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Clicking the Open Bids link displays a screen on which all posted solicitations are listed in order of published date, starting
with the most recent. Open Bids are those where the Basic Purchasing user has allowed any vendor to submit a reply, not just
those notified when the Bid was published.

The list can be narrowed by selecting a commodity category in the Show Bids for Category dropdown and selecting Go.
Clicking on the link in the Bid # column will display the Bid.



Sdapyland Vendor Step - Viewing the Posted
p Solicitation (cont.)

Bid # ADENCY12-000053
Bid Description Promcticn Screen

To acknowledge a Bid and recelve future correspondence about it. you must be registered and logged in. To simply view the Bid, click "Proceed”
below.

Bid Solicitation: AGENCY12-000053

Bid Number: AGENCY 12000053 Description: Progcsen Screen Bid Opening Date: 121872011 02.00:00 PU
Purchaser;  TesiUser 24 quaniudon: Test Drganzation

Department: TEST - Test Dspartment Location: TEST . Tes! Locaton

Fiscal Year: 12 Type Code: B - yvitation 10 5d (ITB) Allow Electronic Quote: Yes

Alternate Id: Required Date: 1212011 Avallable Date : TIATR010 02 0020 P
Info Contact: Water Jehnssn Bid Type: OPEN Informal Bid Flag: No

Purchase Open Market

Method:

Pre Bid Conference: Mevesber 23, 2011 @2 00 pm for & prebid o review the sight 0f deiivery sad inatalation

Bulletin Desc: Purchasa, dekvery and nsistation of proection screen
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Upon selecting a Bid to view from the Login Screen, users will be displayed the Acknowledge Receipt and View Solicitation
screen. This screen displays a message configured by state administrators to communicate that in order for vendors to be

added to the Bid Holder List and respond to the Bid, they will need to login. In order to just view the Bid however, you can click
Proceed.

Upon clicking Proceed, a modified version of the Summary tab will display, allowing users to view the Bid and open any
attachments.



Markdiplace Vendor Step - Login as a Vendor

ceMary d
Letp ace

o Register
Register hare to begin using New elaryland Marketplace Test
Vendors. pleass raad this dipcigimar poot to fegrstenng
o= Complete Registration
Compiete regsiration here (o begn using New eMaryand Markaiplace Test
Vendors, please read this disclaumer prior to completing registration
=T Open Bids
Browse open bid opportunties
= Active Contracts
Browsa actve ContractsBlankets
Lo Contract & Bid Search
Search for Buds and actve Comracts/Blankets

Logn &

Fasaword

of . Forgot your passwoed?
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Click the Exit buttons on the bottom of the screen until back on the eMaryland Marketplace Login screen. Now you can login
as a vendor user. You can use the following information:

Login ID — vendor
Password — passwOrd



SMapyland Vendor Step -
. Finding the solicitation

%r‘etp ace

NICP Code Brmwee | My Acceunt | Customer Service | Aboat November 20, 2011 120613 PMEST D¢ X

(Y a0 o v

; No News Avsilable
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Upon logging in as a vendor, the vendor Home screen will appear as well as the same two toolbars visible to State users when
logged in. Note that the Header toolbar contains the same official system clock that is used to timestamp documents and to
regulate Bid Available and Opening times.

To find your solicitation to respond to, click the Bids tab in the Home area of the screen.
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Vendor Step -
Finding the solicitation (cont.)

Home - Welcome Back Test Vendor

newaio) [CETTIZTN e 10)
Rerquest Iod Revision
Cusde # vganniaben LR Fat Oyummrny Dot Date Last Medbme
0000008 &t Varywn2 Departrest of Goseral Servces MOMO12 2000T) 12202001 122380 11222001 120541 PN
OMONDE BY Varywn2 Deparimest of Gereral Servees MDHO012-200079 10220011 1223:00 W 11220001 120426 P
Hiche 7 Bidd Arwisdimonts (Lin Acknowlndgeit)

LR v iianien Alwiriate W Gurper Dessitption W1g Chserarng Ciate S ke
AGENCY12-000002 Test Orpaszaten Test User wivate Paysbare Services 1105G011 350300 AN
AGENCY12-000011 Test Orpascaten Onris Kesnedy Carseting Services 11032011 100000 AN
AGENCY12.000013 Test Orpanizaten Agrnstrater Sysien Parachutes MA0Q0T1 348400 AN
AGENCY12-000015 Tes! Orpanizaten Test User 7 Legel Services TINS211 033000
AGENCY12-000044 Teal Orpaszaten Ovris Kesnasy Carmatng Senvices 1152011 112900 AM

mar gt l Desziiptain et Opening Date | WAQLA cﬂ::.x. At atdes
Towt Usar 24 Awm ':rm.‘ena:woeﬂu_‘ View Create Quote
Test Orgascaten Tewt Usar 17 | chone for catay 11263011 180300 AY | View Cregte Quote
Test Orgasizatan Asmrarstor System | ot 11202811 W02 08 M View Craate Quote
Test Orgascatan Tost Usar 12 | hod servican NANHZ02900% | View | Creotn Quote
Test Orgarcatan Tost User 2 Wimerzesd Bacts 100R2001 10 4220 by
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The third section on the Bids tab for vendors is labeled Open Bids. The Open Bids section displays a list of the Bids for
which the vendor is able to respond, meaning that they have not yet reached their Bid Opening Date (or due date), and that
either the Bid allows any vendor to respond, or that if not, this vendor was on the bidders list.

Find your Bid in this section and click the link in the Bid # column



o Vendor Step -
rtiens :
—— Finding the solicitation (cont.)

place

yw Solicitation

Bid # AGENCY 12000053
Bid Description Pramction Screen

Click Yes to acknowledge the d load of the bid. When you acknowledge a bid, you may receive any luture correspondence regarding this

document. If you do not want to acknowledge click No, and the bid will be displayed. Do you want to continue?
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Upon selecting a Bid to view, the vendor is displayed the Acknowledge Receipt and View Solicitation screen, which allows
the vendor to acknowledge the Bid. By clicking Yes on this screen, the vendor will be placed on the Bid Holder List, receive
any future correspondence regarding the Bid, and be displayed the Bid. By clicking No, the vendor will just be displayed the
Bid.



SR o endoriep=
Reviewing the solicitation

Bid Solicitation: AGENCY12-000053

+  AGENCY$2.0000%3 Description: Prajection Screen 1211672011 020000 PR

Purchaser: TestUser2¢ Organization: Test Orgaaization

Department: TEST - Tes! Degariment Location: TEST . Test Location

Fiscal Year: 12 Type Code: € - pvtaton to B (T8 Allow Electronic Quote: Yes

Alernate Id: Required Date: 12142011 Avallable Date : $INTROI0 02 00 20 PY
Info Contact: Valer Johsson Bid Type: oren Informal Bid Flag: No

Purchase Open Warket

Method:

Pre Bid Conference info

Pre Bid Conference: Novermser 23 2011 @200 pm for # pretid 1 review the aghl of debvery and mataleton

Bulletin Desc: Furchase, deivery sad nstalaten of projecton screen

Scroll down

Periscope
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Once the Bid appears, it can be reviewed. In the Header Information section, the Bid Opening Date, Allow Electronic

Quote, Pre Bid Conference and Bulletin Description fields are among those that should be reviewed.
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o Vendor Step -
R .
MR Reviewing the solicitation (cont.)

Attachments: Teoms and Condnions-S.docs

Questions: Print
g.:m s Guessan Hesponne

1 10 No V/hat type of
Selvery tme frame |
can expect he
equpment

2 20 No Vhat type of
matataton wil you
-ae

ftem # 1: (840 . 67 ) Dgeal Video Recorder

WGP Cade: 4067

Video Camers Aecocders, Dgtsl Type
aty Unt Cost y uou Tota! Dacoant Amt Tax Amte \ Tax Amownt Total Cost
. L | i
100 | €A - Eaen

Manufactwer Brang Wodet

Mane Pachagey

S r
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On the bottom half of the Bid document, the Attachments, Questions, and Item Information fields are among those that
should be reviewed.
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Vendors are able to respond online to Bids by creating and submitting a Quote document prior to the Bid Opening Date you
assigned to the Bid. On the bottom of the Bid document, click the Create Quote button to create an online response to the
solicitation.
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Upon click Create Quote the General tab of a New Quote document will appear. The process for completing a Quote mimics the process
for Bids and other documents in ProcureAZ. The user must work through the tabs along the top, completing all required fields before
submitting the document from the Summary tab. Before the Quote is assigned a number and can be accessed later, the vendor must first
complete the General tab. All required fields on this tab come pre-completed, so all the vendor must do is click Save & Continue.

The other fields on the General tab allow the vendor to input their desired shipping, freight and payment terms, the expected delivery days
for any goods being solicited, including a promised date, any standard discount percentage that would apply to all items on the Bid, their
contact information and any other comments regarding the Quote. Two check boxes also appear. Is “No Bid” denotes that the vendor’'s
response is that they are not bidding on any of the items. Alternate Bid, when checked, means that the vendor has submitted another
Quote, and that this Quote is meant to be an alternative.
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Upon clicking Save & Continue on the General tab, the screen will refresh and a validation error will appear along the top of
the screen that the vendor has yet to acknowledge the Terms & Conditions. Vendors are able to do this from the Terms &
Conditions tab.

Next, proceed to the Items tab.
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The next tab over is the Items tab which enables the vendor to provide a price quote for each of the items you setup on your
Bid. In addition, vendors are able to provide any standard discount percentage for each item, enter applicable freight charges
per item, and provide an Alternate Description of each item, if they don’t offer what's been described.

REMINDER: If Alternate Descriptions are not allowed, the line item description should have information indicating this.

The No Bid check box is automatically selected until the vendor provides a price quote for an item, at which point it is un-
selected. Selecting the No Charge check box indicates that the vendor provides the item free of charge. Enter a Unit Cost for
all items and click Save & Continue below.
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The next tab to view is the Questions tab. If you went through the optional step of setting up Questions, the Questions tab is
where any questions that you setup on the Bid can be answered by the vendor. If you made any questions required, vendors
will not be able to submit their online response until they have provided an answer. Vendors answer questions by choosing
from the available options or entering data in any text fields if provided and selecting Save & Continue.
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The Subcontractors and Notes tabs will not be applicable on most Quotes for vendors at this stage. The Subcontractors tab
will only display data if you specified on your Bid that certain rules for subcontractors, either regarding their business
classification, or their award percentage. Vendors will be directed to review your attachments for sub-contractor related
information.

The Notes tab enables vendors to input internal notes, just like the Notes tab on the Bid document. Only other users for this
vendor accessing this Quote will be able to see these notes.
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The Terms & Conditions tab displays a list of all the files you attached to the Bid, which can be downloaded and/or viewed by
clicking the link in the File Name column. Before vendors are able to submit their Quote, they must select a button option
indicating their acceptance of the Terms & Conditions of the Bid.

Selecting either Yes with exceptions or No will require that the vendor input text in the field below explaining their exceptions
to the Terms & Conditions.
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The Attachments tab on the Quote document enables the vendor to attach relevant files to the Quote document to include as
part of their response. The process for attaching files to a Quote mimics the process for Bids. After attaching a document,
vendors have the ability to delete any previously attached document, as well as mark any of their attached files as confidential.
Clicking the check box in the Confidential column next to an attachment will ensure that it is only visible to authorized logged
in users from your agency, and not public users from the Login screen.
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From the Summary tab, the vendor can view all of the information they input on their Quote document. Along the bottom of the
screen, button options exist allowing the vendor to Print, Submit, and Cancel their Quote. Once submitted, the vendor can
withdraw it at any point up until the Opening Date you chose for the Bid. In order for the Quote to be considered for award
however, the vendor must make sure the Quote is submitted prior to the Bid Opening Date/Time.
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After clicking Submit Quote the yellow warning message along the top of the Quote Summary tab will disappear. The status
of the Quote will update to “Submitted.” The response is now submitted.

Next, click the Back to Bid link to return to the Bid document you posted and scroll down to the bottom of the screen.
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On the bottom of the Bid screen, a Bid Q & A button will appear allowing the vendor to access any vendor questions and your
answers that you have published.
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After clicking the Bid Q&A button, the vendor can view any questions that you have posted and responded to via the Q&A tab
on your Bid. If you selected to allow vendors to submit questions on the Q&A tab, an Add new questions section will appear
enabling the vendor to ask you questions that will appear on your Bid’'s Q&A tab to answer.

To try out this feature, enter a Question Subject and Question, then click Save & Exit.
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The Vendor Step is complete once you have logged out as a vendor and returned to the eMaryland Marketplace Login screen.

You can now proceed with the Step 8 — opening and reviewing the solicitation responses.
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ek iplace Step 8 - Checklist

Access and review the Bid document

Create an addendum (for training)

Open and review solicitation responses

Periscope
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W hile your Bid is available for response, it is in “Sent” status. During this status, no action regarding the document is required
on your part. Therefore, the Bid document is not available via one of the tabs on your Homepage. Instead, to access the Bid,

use the Documents dropdown from the Navigation toolbar. Hovering your mouse over Bids will display a list to the right of all
available statuses of that document. Select Sent from this list to view your “Sent” Bids by the most recent.

Bids in “Sent” status allow four primary actions, including viewing the vendors that have acknowledged receipt of the Bid and
responded, managing Q & A regarding the solicitation, creating and applying amendments to the solicitation, and opening the
Bid to view the submitted responses once the Opening Date has been reached.
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Once the list of Bids in “Sent” status displays, you can click the link labeled “List” in the far right Bid Holder column to view a
list of the vendors that have acknowledged the Bid and are interested in potentially responding.

Clicking the link in the far left Bid # column for your Bid will display the Summary tab of the document.
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In addition to being able to see the interested vendors via the Bid Holder List, you can also view the online response activity in
real-time. This can be viewed by first clicking the Bidders tab, then the Quote Activity tab underneath it. The Activity and
Responded columns next to each vendor display every online response submission and withdrawal, and if they’'ve submitted
a response, respectively.



SErdan. Step 8 -
2 Viewing Online Vendor Q&A

Mnmimmvmoq.m

\aitenance & Repar B martesasce aod repar &
VendoTest regurament?
Vendor

=

v

Allsw verder o aused Cusstsng

Sand notAcanan when vendsr SLOmENQ Quasnan

Periscope 91

Following the publishing of your Bid, if you allowed vendors to submit questions online through the new eMaryland
Marketplace, these questions will show up on the Q&A tab of your Bid document. You can also document questions you have
received from vendors outside they system from the Q&A tab if desired.

Complete all of the fields shown to document a question and answer yourself. To answer a question submitted online by a
vendor, just complete the Answer field, then decide whether to publish it. If just Show on Web is checked, then any vendor
can see this Q&A. If Show Original Vendor Only is also checked, only the vendor that submitted the question can see your
response.
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If a vendor question or other issue requires that an addendum or amendment to the solicitation be performed, click the
Amendments tab. From here you’ll be able to view any previously completed amendment as well as create a new amendment
by clicking the Create Bid Amendment button.
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Creating a new Bid Amendment will display a copy of the Bid, but with only four tabs available to be edited.

You'll initially be shown the General tab, which only allows you to edit the Show on Web, Allow Electronic Response, Bid
Opening Date, Bid Available Date, Info Contact, and Pre-Bid Conference fields. If any changes are made, click Save &
Continue before proceeding through the remaining tabs.
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The only other tabs on the Bid that allow amendments are the Items and Attachments tabs. On the Items tab, all information

regarding every item can be edited using the same process as during the item setup process. Items can also be added and
cancelled.

On the Attachments tab, attachments can be added or deleted. You can also edit whether attachments should be shown to
vendors. Once done building your amendment, click on the Summary tab to review your changes, add any additional
information and apply your changes.
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On the Summary tab of your Bid Amendment, a list of each change that was made on the previous tabs displays. Withinthe Description
column, an explanation of each change appears. This explanation is editable if you’d like to provide additional detail. A Comment field
also exists along the bottom of each listed changed, enabling you to further explain any amendment. A global comment field is also
available along the top of the Summarytab so that you can provide information regarding the entire amendment, if desired.

To the far right of each change a Show to Vendor check box allows you to decide whether to inform vendors about the change.
Amendments processed to fix typographical errors are an example of changes that may not need to be sent to vendors. By default,
vendors will be informed of all changes however. If you make any changes on this screen, ensure that you select Save & Continue
before applying the Amendment. Once happy with the changes, click Apply Bid Amendment. The changes will be immediately reflected
on the Bid.
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Periscope

Upon selecting the Apply Bid Amendment button on the bottom of the Summary tab all of the vendors you originally notified
about the solicitation, as well as any other vendors that have acknowledged the Bid will be notified. The Vendor Notification
Result screen will appear, listing the vendors that were emailed regarding the amendment, what time they were emailed and

what email address was used.
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Unlike the current eMaryland Marketplace, applying an amendment does NOT automatically withdraw previously submitted
electronic responses. Instead, the system emails the vendors and notifies them that they must acknowledge the amendment
and that if they do not, it may impact whether they can be awarded. Vendor responses are flagged if the vendor did not
acknowledge one or more amendments.

Upon clicking the Acknowledge Amendment(s) button, the vendor is shown a message that they must make sure any
previously submitted responses meet the current solicitation parameters.
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Once the Bid Opening Date/Time (due date) has been reached, your Bid will once again be accessible via the Bids tab on
your Home screen within the Ready to Open sub-tab. If electronic responses were allowed and have been received, an Open
Bid link will appear in the Open Quotes column next to the Bid. Click this link to begin your review of the responses.

If no electronic responses have been received or were disallowed a Create new Quote link will appear in this column,
allowing you enter responses you may have received offline. NOTE: A response must be entered into the system in order
to award it. If electronic responses were disallowed, you must submit at least a price quote for each vendor that will
be awarded. Once you are ready to make your award, return here and click Create new Quote to enter price guotes
on behalf of vendors. See the Vendor Step for instructions on creating a Quote.
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Once you Bid has been “Opened,” the Summary tab of the Bid document will appear. Note the status has been updated to
“Opened.” From the bottom of this screen, you can access the Bid Tabulation (Bid Tab) document and the Quote History for
the Bid. From the Bid Tab, you can view the submitted Quotes and begin your evaluation and award process. The Quote
History screen just allows you to view the submitted Quotes.
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The Bid Tab, like all documents within ProcureAZ, is completed by working through a series of tabs, then reviewing all of the
information you’ve entered on the Summary tab before submitting the document. The tabs on the Bid Tab enable you to
compare Quotes, both in their entirety and specific elements, request revisions to Quotes, conduct an evaluation, attach files,
and recommend award.

The first tab on the Bid Tab is the Quotes tab, which displays all of the Quotes that were received in response to the Bid. If you
request a revision to a Quote, and one is submitted, the revised Quote will take the place of the original in this list. Click on the
link in the Quote # column to open a pop-up window displaying that specific Quote to begin your review.
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The first thing to view on each vendor’s Quote is whether they acknowledged viewing every amendment applied to the Bid. On
the Summary tab of Quotes, the Bid Acknowledgements field displays when the vendor acknowledged each amendment. A
yellow validation warning will appear on the top of the Summary tab if the vendor did not acknowledge all amendments.

This warning does not drive any system functions and is intended solely to provide you with information regarding the Quote.
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Periscope
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The other primary information to review on a vendor’s Quote document is their attachments and their response to the Terms &
Conditions. Other screens of the Bid Tab allow you to view and compare every vendor’s quoted pricing by item, as well as
their answers to the questions you posed on the Bid, a vendor’s attachments and Terms & Conditions response can only be

viewed by looking at their Quote document.
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Bid Tabulation for Bid #AGENCY12-000009

Step 8 - Complete
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Total Numper of Submted Quotes: 1
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Periscope

103

Step 8 is complete once you have reviewed all of the Quote responses submitted by vendors. For solicitations conducted

offline, it is complete once you have entered a Quote for each vendor that will be awarded.

You can now proceed with the Optional Bid Tab Steps or Step 9 — recommending award(s) for approval.
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Optional Bid Tab Steps -
Response Revisions
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s ”nm Subcontractors  Routing  Allachments Score  Semmary  Back to Bid

Revsion Rewsont «

EET &= Tenlem LS s

‘ Mary's Consyrucion Company ‘ ‘ b0 | ‘ Creale Nosfication

— wreweeras

Periscope 105

You can request clarifications, revisions and Best and Final Offers (BAFOs) via the Revisions tab of the Bid Tab. Requesting a
proposal revision is done by choosing a particular Quote and utilizing a system email to notify the vendor that created it that a
revision is requested. A copy is then made of that Quote utilizing the same number with “-RX” appended to the end, where “X”
is the number of revisions that have been requested for that Quote. This new copy of the Quote is made editable to the vendor
until you close the revision process.

While the revision process remains open, you will be prohibited from recommending award and the vendor can submit and
withdraw their Quote as needed. They are also able to acknowledge any amendments that were applied to the Bid prior to the
Bid Opening Date.

105



Optional Bid Tab Steps -
Response Revisions (cont.)

Quotes |

Revison Revision1

Request -
Revision Vendor Guote Hintory Submit Date Due Date

Periscope Holdings, Inc

AM ~ 11~ 51 ~ 00 ~

Select time
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Torequest a revision, first you'll need to decide which vendors you’d like to request a revision from and to determine if you would like to send
multiple vendors the same revision request email, or if you will need to personalize the request email for individual vendors.

To send the same request to multiple vendors, pick a Due Date for each revision by clicking the calendar icon, then select the check box in the
Request Revision column for each vendor to receive the request email and click the Send Notification to Selected Vendors button on the
bottom of the screen. To send a revision request to one vendor, pick the Due Date for that vendor’s revision, then click the Create Notification
button in the Notification Actions column next to the vendor you’d like to request a revision from.

Note that the date selected in the Due Date column does not effect when you are able to cutoff the revision process and view a vendor’s
submitted revision. At any point you can close the revision process and either start again or continue with the evaluation and award process.

106



Sdapyland Optional Bid Tab Steps -
b Response Revisions (cont.)

Send Quote Revision Emall
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Cancel [ |

107

Periscope

Next, the Send Quote Revision Email screen will display enabling you to develop the email message that will be sent
requesting the proposal revision(s), including adding Additional Email Recipients, a Subject, Text (body), and
Attachments. Once complete, click the Send Revision Request button along the bottom of the screen. A pop-up message
will display confirming your intent to make vendors’ Quotes editable and to send the email.

Note that the Text field does not support standard formatting, so it is recommended that you limit the text in this field and
include any instructions in attached documents. Also note that this email will not appear in your email's Sent folder, so if you
need a copy for your records, include your own email in the Additional Email Recipients field.
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The Header Questions tab displays a list of all the header-level questions you entered via the Questions tab on the Bid and

provides for a side-by-side comparison of the responding vendors’ answers.
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Adding Attachments
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The evaluation process will continue to be conducted offline, however you can attach documentation regarding the evaluation
via the Attachments tab on the Bid Tab. The Attachments tab here works identically to the Attachments tab on the Bid. Click

Add Attachments to find the files to attach to the Bid Tab.
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ek iplace Step 9 - Checklist

Access Bid Tabulation Items tab
Make award recommendations

Submit Bid Tabulation for approval

11
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Once you are ready to award your solicitation, navigate to the Items tab on the Bid Tab. You can award each item to a single
vendor, to multiple vendors, or you can cancel items and award them to no one. You can also do a partial award by not
awarding an item or items to any vendor, which allows you to return to the Bid Tab later to create another award.

Note that the Bid document will remain in “Opened” status until all items on the Bid have been either awarded or cancelled.
This means that the Bid document, and all its associated documents, including the Bid Tab, Quotes and their attachments will

not be visible to the public.
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Awarding an item is done by clicking the checkbox next to the item within the column of the vendor to be awarded. To award
all items to a vendor, select the Award All button within that vendor’s column. Clicking the Unaward All button will uncheck all
items you previously indicated you would like to award to that vendor.

Directly below the list of items, a row provides you with a tally of each vendor’s quote totals, including any quoted discounts
and freight chargers. Once you are finished awarding items, click Save & Continue.
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The last step in the solicitation award process is to submit your award recommendation(s) for approval. On the Summary tab
of the Bid Tab you can review your award recommendations before selecting Submit for Approval.

While the approvals necessary for your recommendation may be different, the approval process that follows is the same as
when you submitted your Bid for approval to be published.
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Mavkdiplace Step 9 - Complete

Bid # ADSPO10-00000035 has been awarded
The following vendor(s) have been awarded all or part of the bid:

EnergyPro, Inc.

Thank you for your participation.

Periscope
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Step 9 is complete once award of the solicitation has been approved and all the vendors that submitted Quotes are notified via

an email listing the awarded vendors.

You can now proceed with Step 10 — posting approved awards.
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Access Bid Tabulation Summary tab

Post the approved award(s)

Periscope
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The final step in order to make your all of your solicitation public, including the Bid Tabulation, is to create a new PO from your
Bid award. After your award recommendation has been approved, from the Summary tab of the Bid Tab you are able to create
the resulting PO(s) by clicking the Create PO button on the bottom of the screen.

Note that all Bid items must be either awarded or cancelled in order for the Bid Tabulation to become public. If outstanding
items remain, you can return to the Bid Tab at any time to either award or cancel them.
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on this screen finalizes the posting of the solicitation.
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Bid Number:

Purchaser:
Department:
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Step 10 is complete once the Bid Tabulation document has been published and is accessible from the eMaryland Marketplace

Login screen.

You are now finished with the solicitation process!
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